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Getting Started

The Office of Student Activities maintains curr@mformation on registered student
organizations and one of the benefits of becomirgcagnized student organization is access to
the Aurora University financial services to allotu@dent organizations to raise funds, pay for
expenses, and use Aurora University’'s tax exengpaistfor purchasing goods and services.

When the student organization registration processmplete, each organization receives an
account number from Aurora University’s Businesficef

Student organization Advisors, Presidents, andstieasis have access to the organization’s
account number and the ability to receive a pruttad the student organization’s transactions.
All Advisors have access to their organizationseasmn WebAdvisor to print it out
individually. Presidents and Treasurers are abtedeive a printout of the account by going to
the Business Office (Eckhart Hall 104) or Studeativities (Spartan Spot).

The starting balance for all student organizatisrzero ($0)and each organization must raise
funds or receive funding from AUSA before makingerditures on the account.

More specific information on Organization Fundirapde found in th&lanual for Student
OrganizationsThe manual goes into detail on funding, the Cafdéinance, making payments,
contracts, reimbursements, and ordering from Sadexo

Expectations:
Checks and Cash should be deposited to Student Acous within 2
business days of collection, but no longer than Subiness days.
Student Organizations shall keep duplicates of afbrms and receipts.
Student Organizations shall keep their own recordef accounts receivables
and payables.




Putting Money In

Raising Funds

Student organizations at Aurora University opem@tea zero balance principle.
To this end, organizations are granted funding aordingent basis. Funding for
student organizations is reviewed for each evengafiizations must submit an
Event Registration and Funding Request fgon the next page) for each eve
along with an itemized budget. The itemized budgfebuld include relevan
supporting documentation such as vendor quotealocgpages, or order form
The request will be reviewed first by the DirectdrStudent Activities, Assistar
Director of Student Activities & AUSA Vice Presidenf approved, then th
request is reviewed by the Appropriations Commitéehe Aurora University
Student Association (AUSA) if the student organmathas request funding. This
committee meets each week of the academic yearssurd¢herwise stated.
Appropriations Committee membership consist oféhd&SA senators and three
Organizations Council members. The chair of the rodtee is the Treasurer of
AUSA. Organizations are advised to have all formd documents turned in no
later than two weeks prior to the event. Incompletd®missions will not be
reviewed. The committee will not allocate any furafger an event has taken
place.

-Manual for Student Organizations. 2007-2008 Editio
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The Treasurer or another representative of thenimgion must attach a detailed budget with
the Event Registration and Funding Request Forns détailed budget should include expected
expenditures for the entire event and not just wiabrganization asks AUSA to fund. Consider
getting quotes for the cost for promotions, foqubakers, handouts, decorations, media, etc.

Student organizations are able to raise money bybdundraisers, membership dues, and
donations. The Office of Student Activities is dahle to give advice on appropriate ways to
raise funds.




EVENT REGISTRATION & FUNDING REQUEST FORM
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The Basics

You need to have a detaile
budget attached to this
form if you are requesting

AUSA funding

AUSAFUNDING COMTINUED

IFreguesdng funding from AUSA, pleese zrech an i Bmized budger slong with eny conoecte, invoices, cos
estimares, brochures, eic.

he request will not be considered without this informadon

The advisor signs —
before turningitinto  —
e Student Ativities. o coes

Dztz
1115 BVENTIS CO-S0ONSIMED, AOVISON 01 CO-500NSINNG O
Namse
Signature Date
—-Office of Student Activities Use Only—




Depositing Cash Goes to Student Accounts

Step One Collect and total the cash

Step Twa Take cash to Student Accounts (630.844.5470ckh&rt 101 with your student
organization’s account number

Step Three Confirm the amount deposited and the account runtket a receipt from Student
Accounts.

Step Four. File and account for the change to your studegdmzation’s ledger

Depositing Checks Goes to Student Activities First

Step One Collect and total the checks

Step Twa Take the checks to the Office of Student Actestio have them endorsed (Stamped
by the Director or Assistant Director of Studentigities)

Step Three Complete the Deposit Transmittal Form (see belamg make a copy for your
records.

Step Four. Take checks to Student Accounts (630.844.547&ckhart 101

Step Five Confirm the amount deposited and account nunt®et a receipt from Student
Accounts.

Step Six File and account for the change to your studeg@mization’s ledger

Account Numbe

DEPOSIT TRANSMITTAL FORM DATE:
DESCRIPTION:
PREPARED BY:

GL#

OLD SECOND NATIONAL BANK DEPOSIT
Paver Mame: Check # Check Amourt: Total just the

checks here

TOTAL CHE CKS: 3 -
[TOTAL CASH: [ IE - H Add cash heil

[DEPOSIT TOTAL: [ [ s -]




Taking Money Out

Aurora University does not reimburse students, faclty, or staff for sales tax. Tax exempt forms
are available from the Office of Student Activities

Step One Retrieve a copy of the Student Organization PasefPayment Requisition +

Instruction
(AU Homepage - Faculty & Staff — Intranet — BusméXfice)
A"."A ot (‘“( e

UNIVERSITY k) =, 3 5

An ine mmuenity dedic f"dd to the transformative power of learning o i AURORA UN[\/ERS]TV

. n T Prospective Students Intranet
- g
Current Students Information for the AU community

‘About the AU Iniranet - AU Main Home Page

Emergency Preparedness Documents: Department Information and Contacts:

Acade gram: © Emerency Preparedress Siaternent AU Telephone, Fax and E-mail Qgectary (Offces and Depariments
Spartan Athletics  Emergency Preparedniess Commmitiee Winutes (PDF) * Business Office
v . 3
News A ermente @ AU + Uty ey
- Freshman Vist Day: 1013 © Image and Graghics GuidRines (FOF fle)

 Governance Home Paze
© {pieh Publ cation Palicy and Desian Standzrds
 Faculty Senate

# Staff Executive Council Newslatters:

# fcademic Calendar TaskForce ® campus Link

® Faculty Handhook # End ofthe Year Update (May 4, 2005)
® Part-Time Faculty Handhook (PDF)
Strategic Planning:
® MMedia Relations Polict (PDF)
* |nformation Secutity Policie: * "5l Dreading the Perfect Storm"
Catalog | Class Schedules | Bookstore | Financial Aid | Studert Lite ® General Education Dosuments Reports, Statistics, Technical Information:
AURORALINIVERSITY b et et o oo evees | e, »
7. i toke  Gitt | Yisit 4L |Jobs ot AU | Diecteries and Info | Send us feedback about this st . e et Propasa) ®0R) » Common Data Set 2007-08 (PDF Filg)

# Comman Data Set J006-07 (PDF File)
Universitv Procedures: ® Comman Data Set 2005-06 (PDF File)

Step Two: Fill in all relevant information

Areas in green are available for completion. Otiveas are write-protected. The total column isutated
automatically. This form is designed for on-limmpletion: however, a printed copy with originajrsatures is
required before processing in the Business Offarelie completed.

Choose One Indicate if this is a Purchase Order (requiredpurchases of $500+) or a Payment Requisition
(under $500 or employee/student reimbursements.)

Vendor Name and Addres¥endor name only if you have used this venddhepast; complete the address if
this is a new vendor or a new address for a vendor

Vendor Phone required for new vendor or new phone numbeafaeendor

Vendor FaxPurchase Orders are faxed to vendors whenevsibp@account Number Fill in the middle five
digits of your organization's account number. tan split the cost between account numbers.

Description This section is the communication with the vendietailing exactly what is being ordered, the
quantity, price per unit with the total automatigalalculated.

Requested byinitiator of this order
Organization: for mailroom merchandise delivery information
Payment Information:

Deliver check to i.e. -- if this is a payment requisition or arghiase order needing an advance check but the
check needs to be returned to the initiator

Purchase Order Information:

Deliver Order to Vendor info-which campus to deliver merchandise

Date Goods neededendor info

Deposit required with PCthe amount of payment needing to accompany sechaibpy of the order
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AURORA UNIVERSITY STUDENT ORGANIZATION
PURCHASE/PAYMENT REQUISITION
| Choose One:
Vendor Name and Address: . | |F'L|rchase Crder
(Please fill out one requisition per | Enter who the check is made out to. ([If
you are reimbursing, put that persong | [Payment Requisition
name here.)
PO Mo
PO Date
Vendor Phone:
Funds chk'd by
Vendor Fax: Account numbe
Account Number: Dlete to process:) Purchse Order Information
71-0- 5 Deliver Order to
Date Goods needed
71-0- -2611-1 5 Deposit required with PO 5
Be specifi
Description k Quantity Unit Price Total
50.00
50.00
50.00
50.00
50.00
B0.00
50.00
50.00
50.00
TOTAL EXPENDITURES $0.00
Requested by: Authorization
| hereby certify that unencumbered funds
Phone/Ext are available in the above account(s) for
this purchase
Crganization

Payment Inform

Deliver check to: (if other than vendor) 1

Check here if documents are to be included with payment;
PLEASE attach an additional copy to remain as backup

Is a representative
picking it up?

Advisor

Student Organization President/Treasurer

Student Activities

Did everyone sign
it?

Please be sure to attach back up with your request. An example of
a form of this would be the original receipt or a quote for a purchase.

Original Signatures are ne
signaturs and return the si

Complete form on-line, print a copy for
original to the Business Office

**Checks are available Fridays after 2 pm.
Requests are due in the Business Office
before 5 pm on Tuesday for that Friday. All
paperwork must be complete to assure
timely payment.™*

Step Three Make duplicates of the form and original recesdjtfile the duplicate in the
Treasurer’s records

Step Four. Attach original receipt to the completed form dmuhg it to Student Accounts

Step Five Get a receipt from Student Accounts, Confirmah®unt withdrawn and account
number

Step Six File and account for the change to your studeg@mization’s ledger




Account Ledger

It is the responsibility of each student organmatio retain accurate records of the student
organization’s expenditures and deposits. The azgdaon can choose how they want to maintain
these records, but it is important to remember\abAdvisor’'s account status has a delay in posting

receivables and payables.

Example One: Accounting Journal

Total:

Example Two: Modified Journal

Example Three: Checkbook



Code of Finance - Manual For Student Organizations2007-2008

Code of Finance

At the first annual meeting of the Appropriationsn@nmittee, the committee members will establish a
set of guidelines for the year. These are to bepbeted in accordance with the AUSA Constitution,
and shall be available through the AUSA Treasupenurequest. The purpose of the code is to provide
consistency in allocations for the year by senasgyuidelines for the committee. Elements of thaeco
that shall remain constant from year to year arfelésns:

. Only activities that are open to the entire stiudody may be considered for full funding.

. All allocations are subject to available funds.

. Uniforms, clothing, induction fees and dues wdt be funded.

. Organizations may request funding for the costiadraisers; however, they are expected to
payback the whole amount within two weeks of thenpletion of the fundraiser. All
additional money must be deposited within the oigtion’s Aurora account within two
working days.

. Only events that have been approved by the O d&vconsidered for allocation.

. Only recognized student organizations, in gdadding, may request funding.

. Organization allocations may not supplement el@sthat should be covered through the
academic funds provided by Aurora University.

A OWONPE
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Organizations may not request funding from the Appations Committee if they have an outstanding
balance with either the Business Office or the 8ttidccounts Office. Organizations are responsible
for ensuring that their accounts are kept in gdadding and in the positive. All outstanding bakesc
must be paid by the end of the term in which theyenncurred. Organizations that have outstanding
balances that have not been cleared by the errgk @étm must make payment arrangements with the
Business office and the OSA. Failure to make amarents or to fulfill the obligation of payment will
result in loss of recognition of the organizati@rganizations that are not recognized, forfeitigthts

and privileges afforded them as stated earliehismimanual.



Location of Forms

Deposit Transmittal Form
http://www.aurora.edu/osa/forms/depositform.xIs

Event Registration & Funding Request Form
http://www.aurora.edu/osa/forms/eventreg.pdf

Student Organization Purchase/Payment Requisitimstructions
http://www.aurora.edu/businessoffice/forms/studey@8.xls

Tax Exempt Forms
Check out from the Office of Student Activities

Manual for Student Organizations
http://www.aurora.edu/osa/forms/orghandbook.pdf
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